
Grade: Salary Range: 

Duties and Responsibilities:

Qualifications and Education

Job Title:

: 1015 Half Street SE, Washington DC, 20003 

: dchr@dc.gov 

: (202) 442-9700 

Job Summary:


	Agency Name: Department of Human Services
	Text1: Special Assistant
	Text2: CS 14
	Text3: $105,730 - $136,208
	Text4: This position is located in the Office of the Director, Office of Policy and Program Support (OPPS), within the Department of Human Services (OHS). This position supports agency initiatives that help economic and socially challenged residents of the District of Columbia to enhance their quality of life and achieve greater degrees of self-sufficiency.

The position serves as Special Assistant to the Director of OPPS on strategic planning, operations, policy and programmatic issues. This position will also work closely with OHS' two administrations, the Economic Security Administration (ESA) and Family Services Administration (FSA), to develop and evaluate policies and programs, short- and long-range plans, and strategic proposals that advance the agency's overall direction and mission. The incumbent is responsible for providing recommendations to resolve problems affecting agency's policies and programs; and actively participate in decision-making meetings concerning policy and programmatic operations, goals and objectives to successfully accomplish
the agency's mission. The incumbent is expected to exercise a high degree of independence assisting and advising the OPPS Director in carrying out important functions of the OHS.


	Text5: Plans, develops and coordinates special projects and programs, as assigned by the OPPS Director. Studies, coordinates and recommends resolution of major short-term management and operational problems which have surfaced that are not systematic in nature. Develops and/or facilitates improvement projects with objectives and tasks, establishes completion timelines, and monitors implementation.

Troubleshoots, investigates and provides recommendations on complex and politically sensitive issues and problems relative to DHS's programs and initiatives. Advises on current activities or information that may affect the functions of FSA and/or ESA and/or the agency overall.
Develops sources of information, identifies policy matters, coordinates and/or performs in-depth analyses of critical issues, analyzes the consequences of adopting various proposals and policies, and forecasts developments potentially affecting programs and/administrative activities. Develops options and alternatives, coordinates findings and recommendations with other interested/affected parties, and as necessary, prepares and delivers written and oral presentations.
Conducts extensive research on best practices, policy issues and resources to guide, and informs on the development of major projects. Personally, handles various complex administrative and operational problems that are presented to the OPPS Director on a day-to-day basis, and some may be of a sensitive and confidential nature.
Assesses management and administrative problems, and issues that surface. Based upon the assessments made, identities actual or potential problems, accomplishments, trends and/or areas of significant concern. Develops, recommends and implements policies for corrective actions necessary to remedy deficiencies in program areas.

Conducts research and fact-finding investigations, analyzes, interprets, and documents projects. Establishes priorities and follows through on major projects to ensure that deadlines are met before matters are referred  to the OPPS Director. Identifies problems and specific issues in a particular area, advises the OPPS Director, and recommends solutions or alternatives.

Independently collects, interprets and analyzes data from management studies, which are specific and unique to directives and for which no precedent studies/analyses have been conducted. Designs and formats evaluations of program strategies to accomplish an integrated, comprehensive review and analysis.

Attends strategic planning meetings to discuss program activities that impact the overall successful operation of the agency. Attends senior staff and operational meetings, as requested, to keep abreast of plans, projects, decisions, problems, etc., pertaining to the various functions of the agency.

Assists the OPPS Director in the day-to-day assessment of management and administrative problem matter issues that surface. Coordinates and oversees management projects, ensuring that projects are carried out in a timely manner, and in accordance with established policies and procedures.

Prepares for the signature of the OPPS Director, a variety of memoranda, status reports, and letters generated through special assignments. Develops, for the OPPS Director's signature, responses to a variety of inquiries received from other
D.C. government officials, the general public and numerous outside representatives of both the governmental and private sector regarding the purpose and intent of the agency, and its various functional components.

Conducts a variety of statistical studies with regard to assigned research projects. Discusses pertinent  issues with key  government  officials, representatives of outside interests, and various groups and individuals as required to obtain desired information. Correlates and analyzes facts to draw conclusions and to provide meaningful recommendations to supervisor.


Performs other related duties as assigned.
	Text6: Mastery of the mission, functional requirements, goals and objectives of OHS and the nature of the operating programs and interrelationships. Mastery of the policies and procedures of OHS.

Mastery of and skill in problem solving, negotiation strategies and project management to conduct in-depth research and analysis; and mastery of management principles, procedures and techniques of analysis and evaluation. Skill in applying sound judgment in the analysis of allegations and in deriving logical conclusions.

Mastery of a wide range of qualitative and/or quantitative methods for the assessment and improvement of complex management processes and systems. Mastery of customer services theory and practices, business processes redesign practices, management, project management, and program evaluation.

Mastery of management  skills and experience  in planning, organizing, and directing team study work, and negotiating effectively with management to accept and implement recommendations. Demonstrated ability to plan and coordinate multiple projects simultaneously.

Outstanding communication skills in written and oral presentations, and in developing and adapting materials for specific and diverse audiences. Ability to write extensive memoranda, position papers, and reports in a clear, concise, and timely fashion, with minimal editing required. Skill in establishing and maintaining effective working relationships with individuals and groups  interested in or affected by the department's programs.

NOTE: The incumbent of this position will be subject to enhanced suitability screening pursuant to Chapter 4 of DC Personnel Regulations, Suitability - Security.



